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HIS HIGHNESS’ GOVERNMENT, JAMMU AND KASHMIR. 

IS 

> • 

ff 

Revenue Secretariat. 


Draft Rules for the Maintenance and Destruction ol 
English Records in ail the Civil Departments of the State. 

1. Every Office or Branch Superintendent is personally 
responsible to maintain high and strict discipline in the office 
which he controls and should have special regard, lor enforcing 
punctuality in attendance and alike in official business and every 
member of the staff must confine himself closely to his duty with 
a keen sense of responsibility. 

2. All Postal Dak should be opened by the Head of the 
Office or Secretary and distributed by the Office Superintendent. 
All official communications addressed by name or the confidential 
correspondence should atonce be submitted to the Head of the 
office. All papers of purely routine nature and in respect of 
which the line of action is clear either from precedent or under 
rules or orders should be made over by the Superintendent to 
the concerned disposal clerks for pompt action after having 
passed thereon necessary routine orders. 


3. Local Dak should be received against receipt directly 
by the concerned clerk and dealt with as is laid down hereinafter. 


4- All the 
by them directly 



to the concerned clerks or received 
e first instance be registered and 


after registration should without leasl possible delay be submitted 
along with the relative files of the case with brief reports, suggestions, 
if possible with draft replies, and, where there is no precedent for 
the subject matter of communication or it does not contain any 
reference to previous correspondence it should atonce be sent up 
for orders of the Head of the Department. 


5. All papers either English or Vernacular relating to a 
particular subject should be brought together in the file on that 
subject and dealt with as a composite whole ; the system of re¬ 
gistration and recording being precisely one and the same. 

6. The system of recapitulations, under the style and manner 
of lengthy office notes, should be given up and, when necessary, 
very concise notes on the letter should be written by the concerned 
disposing official and according to necessity blank sheets should be 
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attached to the letter and these should form the enclosures of this 
serial. A precis of correspondence should not be prepared except 
when it is ordered and is absolutely necessary. 

7. Correspondence of unimportant and transitory character 
should not be registered or brought on to the file indexes. 
Reminders should similary be treated. 

8. Correspondence regarding informations, objections, 
accuracy or returns, should be conducted on memoranda which 
should not be registered even in the office of issue. The clerk 
concerned should obtain the Despatcher’s initials with date on the 
office copy with the insertion “Fair copy sent out” rather “F. C. 
sent out” on such and such date. This is to serve the same 
purpose which the despatch number is intended to serve. The 
Despatcher should enter this communication in Peon Book, if it is 
addressed to the Departments located in the same station, and 
should get the receipt therefor from the office addressed to. Copies 
of half margin memoranda should not be kept. Even a half margin 
should not be used in cases where it is possible to send on 
the original document with brief orders or endorsement (vvritten 
on the paper itself) asking for a report or an information required. 

The procedure should even be followed in cases where officer 
addressed to is independent or semi-independent of the official 
authority of the Department of issue. All unnecessary formalities 
in the disposal of official correspondence should be dispensed with 
just to economise clerical labour and stationery to the utmost. 

9. Formal correspondence with offices in the same station 
should be avoided so far as possible. Files should be exchanged 
as is the case with the Vernacular correspondence or necessary 
information collected through office memoranda. In such cases 
earlier correspondence should not be precised unless it is volumi¬ 
nous and it is specially directed that precis should be prepared, 

10. Documents, the nature of which is obvious, such as 
returns or bills, should not be sent out with forwarding dockets but 
generally forwarding remarks should be recorded thereon. 
Reminders and replies to the reminders issued or received should not 
be registered but noted on the original letter. It is unnecessary to 
acknowledge the receipt of anything but important documents or 
money. If an acknowledgement is required, it should be specially 
asked for. 

11. Office copies of the replies given on Accountant Generals 

half margin memoranda should not be kept. If the Accountant 
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Genera! in not satisfied with the reply he should return it in 
original with his remarks to the office concerned If it contains 
an audit ruling of importance, a note of such ruling should be kept 
and nothing more. 

12. Rubber seals should be used for all constantly recurring 
formal routine endorsements. 

13. A single file should consist of every letter received and 
issued in the course of a consecutive correspondence on one subject, 
each paper being placed in chronological order, i. e. the first letter 
issued or received at the top, the next below and so on, the letter 
of latest date being at the bottom. Each letter on being placed 
with the file should immediately be given a serial number, ». e., the 
first letter should bear serial No. 1, the second serial No. 2 and so 
on. 


14. An office note should always be kept with its original 
reference. These notes should not bear separate serial numbers 
as part of the correspondence, but they should be considered 
merely keep-withs, and marked as K. VV. By adopting this 
method the system of dividing a file in two parts, i e., n ote 
portion and main portion will automatically cease to 
continue. 

15. For the purpose of arrangement, the division of corres¬ 
pondence should be as under:— 

(а) Pending files, i. e., in which further correspondence 

is expected. 

(б) Closed files, *, e., in which no more letters are likely to 

be received. 

According to the requirements almirahs should be kept 
specially for pending files which should have separate compart¬ 
ments for each major head with sufficient room for each head. 
Over each compartment the name of the major head should be 
affixed in plain words. Every file should be kept in its proper 

place in the shelf of the major head to which it belongs, exc^t 

when it is in actual use. No clerk is allowed to let the papers lie 
aUiut in his desk or table. All files should be returned at the 
close of the day to their proper shelves. 

16- A communication received in the office should cenerallv 
be disposed of and replied to v ithin the day of its receipt 
or as immediately as possible and all unnecessary formalities 
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should be dispensed with and only solid work should be done and 
no case should be delayed except where cogent reasons exist to do 
so. To check the delay in disposal, register in the following 
form should be maintained for undisposed of cases. 


Register of Undisposed of Cases. 


No. of letter 
received. ’ 

Date 

of 

letter. 

Date of 
receipt of i 
the letter. 

From 
wliom 1 
received. 

Parti¬ 

culars. 

Remarks by 
the official 
concerned as 
to delay. 

Orders of 
the Head 
of the De¬ 
partment. 

2 

3 

4 

5 

6 

7 

8 


1 t- 

1 


» 


( 


The list should be prepared from the receipt and despatch 
registers and monthly submitted to the Secretary or the Head of 
the Department for information and orders. This is to ensure 
speedy and timely disposal of each case and to make inordinate 
delays impracticable. 

Consigning of the Files to the Records. 

17. A file when finally closed should atonce be removed 
from the pending files and placed in the record room and a note 
to that effect made in the file register opposite its number thus 
‘Closed’ (generally letter ‘C’ should be used). The arrangement 
of a file which is closed, should precisely be similar to that of 
pending files, it should be placed in almirah with a separate space 
assigned to each head according to the requirements. 

18. Before a file is consigned to the record room, the 
following processes should take place :— 

(a) Unimportant and transitory correspondence should be 
destroyed immediately the action on it is complete. 
The selection of papers for destruction in this manner 
requires, of course, intelligent discrimination by the 
staff. 

(&) The reminders should be destroyed when the reply is 
received or issued and replies to reminders, if merely 
formal, should also be destroyed when reply to the 
original letter is issued or received. 
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(c) Explanations of delay and dockets on mere matters of 
routine, such as those returning enclosures, sliould be 
destroyed when the file is closed and before consign¬ 
ment to the record room; and originals of such reports 
and statements as are printed should also be destroyed 
on receipt of printed copies. 


{d) In case general questions and particular instances 
have been dealt with in the same file and the period 
fixed for the retention of the correspondence on 
the general question differs from that fixed for the 
correspondence regarding particular instances, the 
files should then be divided into two or more parts to 
facilitate weeding. 


(e) A stamp should always be affixed to each part, if the 
file has been divided, as described above, to show 
the period of retention or the time at which the 
destruction of the records requires consideration. 
These stamps should be of the following description:—' 

(a) To be put up for consideration on - 


(6) To be retained until on-month 

ic) To be retained permanently. 


year - 


19. After going carefully through the contents, the Record- 

keeper should stamp each serial or file with any of the above stamps 

in accordance with the classification of the subjects and periods 

of retention specified in the accompanying lists. He should put 

his signature below the stamp and get the case approved of by the 

concerned Superintendent of office with concurrence of the senior 

disposal Head or Head Clerk. If the stamp is quite appropriate 

and the Head Assistant or Head Clerk and Superintendent are 

satisfied as to its correctness they should put in their initials and 

the files should be restored, but before restoration, the files 

pertaining to one classified head should be tied up together in 

packets of a convenient size according to their file numbers Each 

packet should then be placed between stiff paste boards, and on the 

board, which is placed at the top of each packet, should be written 
the number of the files it contains, thus:— 

“Accounts—Establishment 


Files Nos.—1-20.” 

A pencil note of the number of the file, still on pendinn shelf 

or subsequently removed, should be made on the board Care 
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should always be taken that the packets are at all times arranged 
in numerical order and that the name of major head and also the 

number of the files are plainly shown on each shelf so as to enable 
any file to be taken out atonce. 

Weeding. 

20. Annual clearance of useless papers should be effected 
every year during Sawan and Bhadoon in the Jammu Province 
excluding Kishtwar and Bhadarwah and during Poh and Magh in 
the Kashmir Province, Kishtwar, Bhadarwah and in the Waza- 
rat of Ladakh, Thus, on its turn and rotation every file 
should come under inspection every year. Even files retained 
permanently should come under annual revision because the 
weeding operation is to begin in accordance with the serial order 

of file register of each branch and classified subjects so that no file 
remains unchecked. 

21. The Record-keeper is held personally responsible to 
start the weeding and destruction work at the appointed time, and 
e\erv office or branch Superintendent shall see that the annual 
clearance does not fall into arrears. If he finds that any clearance 
or part thereof is falling into arrears he shall take the notice of it 
and report the matter, if necessary, to the Secretary or Head of the 
Department for such orders as may be deemed necessary by him. 

22. When the term of retention of any register, book, 
return, paper, Hie or part of file, has expired, the Record-keeper 
shill make a list thereof and submit the same for the inspection 
of the Head Clerk and Superintendent. No such register, paper, 
file etc. should be destroyed unless previous orders for destruction 
are obtained from the Secretary in the case of Secretariat offices 
or the Head of the Office in the case of offices of Heads of 
Departments and other subordinate offices. The Officer 
authorising such destruction should satisfy himself that the papers 
to be destroyed are not important enough to be preserved. In all 
cases of doubt, special reports should be made and order therefor 
obtained before destruction of any paper. 

Records of any special importance and records of historical 
or archaeological value or interest and records not specified in 
the accompanying lists should not be destroyed, without obtain¬ 
ing previous orders of competent authority. All records con¬ 
taining papers dealing with a subject in correspondence with the 
Government of India or any Provincial Government or such in 
which the question of State rights or claims to any revenue, are 
dealt with, shall be submitted to the Highest Gazetted Officer 
in the office for orders. 
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23- The period for which registers, returns, papers, reports, 
files or parts of files are to be kept shall be counted from the 
beginning of the Fasli year succeeding that in which the register, 
paper or file was completed or that to which the paper register 
etc., etc., relates. For examples :— 


A file of a kind which may be destroyed after three years, 
disposed of in Maghar 1989 or Chet 1989 or 
Har 1990. shall be kept for three years from 1st 
Katik 1990. 

24. The paper finally selected for destruction should be 
torn into small pieces and burnt. 


25- If all the papers or series of a file are destroyed, an 

entry should be made in the file register showing under the orooer 

file heading, as ■‘Whole file destroyed ' or "Whole file excep°fng 

senes No-destroyed”, as the case may be. with the words 

“In my presence” 

(Signature of the Competent Officer). 

The rubber seal should bear only the inscription “Destroyed 
m my presence”. ^ 

(Signature of the Officer). 

connected file register page with this seal, 
he words Whole or senes No-’should be added above 

suff c^" tIpS: shSXrefore, t rr'^d tr'deM of 

rrcord'o/aflTh” pans'll fii^!'" 

26. When only a part of a file or some serials of a file have 

STepfonThe meffinsertions should 


“Major Head- 


File Heading 


File No. 



Serial Nos. destroyed. 


Serial Nos. retained 



This slip should be filled in hv r> 

nitialled by the Superintendent. ^ Fecord-keeper and 



















( 8 ) 
List No. 1. 


Permanent Records. 

The following papers, registers, etc., should be retained per¬ 
manently :— 

1. Receipt and Despatch Registers 

2- File Registers. 

3. File (Guard Book) or register containing Government 
orders (standing) and Notifications. 

A 

4. Printed copies of State Council Resolutions, 

p 

5 Government Gazettes. 

6, Cases, claims and documents relating to Jagirs, Muafies 
and perpetual Mukarraries, 

7. Administration Reports and Narratives of important 
events. 

8 Grant, redemption, transfer or confiscation, release of 
Jagirs, Muafies and Nazrana, or other Revenue free or privileg¬ 
ed tenures. 

9. Special enquiry held into Jagirs, Muafies or other pri¬ 
vileged tenures. 

10. Action taken for breach of the conditions of Muafi 
tenures. 

11. Proposals regarding permanent settlement of land re¬ 
venues. 

12. Assessment Reports and final orders of the Government 
thereon, 

13. Formation of Public Institutions and Societies and 
Sabhas. 

14. Introduction, imposition, modification and abolition of 
cssees, Kahcharai revenue, Abiana rates, Dharat etc., and other 
systems affecting the fiscal policy of the Government. 
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15. Wasidari Grants. 

16, Assumption of charge by or release of an estate from 
the Court of Wards. 

17 Assignment, Acquisition, Auction and Disposal of Nazool 
Properties. 

18. All printed Regulations, Rules and Books of references. 

* 

19. Proceedings of Central Committee for Departmental 
Examinations of Wazirs, Tehsildars and Naib-Tehsildars, Munsiffs, 
Pleaders, Customs Department Deputy and Assistant Inspectors etc! 

20 . Registers containing Departmental Result Sheets. 

21 . Revision and reduction of establishments, 

22 . Orders regarding redistribution of Departments and 
establishments among Ministers and changes in the Council 
constitution and sanction of new Departments. 

23. Orders regarding constitution of Commissions and Com¬ 
mittees for retrenchment, readjustment, redistribution etc. of 
office establishments and efficiency of Government servants 

24. Permanent transfer of Head-quarters and fixation of 
camp establishments. 

25. Counterparts of State Subject Certificates and liazat- 
namas issued and granted. 

26. Final Census Reports. 

27. Land acquisition for State purposes. 

(а) When acquired permanently ... Permanent, 

( б ) When acquired temporarily ... 3 years after re¬ 

lease. 


28. Halkabandi of Zails. 

29. Grant of Proprietary Rights, 

30. Territorial changes. 
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3L Instructions of standing nature regarding touring and 
inspections etc. 

32. Sanctioned proposals, plans and actual expenditure 
statements relating to construction of buildings, State offices etc 
and Food (Shali) Granaries. 

33. Famine relief works and Shali Reserve Funds. 

34. • Shali and other Bonus Funds. 

35. State and other Depreciation Funds, 

36. Rules and Standing Orders regarding Shali Ration 

Supply to Srinagar City people, to Military Units, Jails and 
Hospitals. 

37. Standing restrictions on imports and exports of grains 
and other articles. 


38. Permanent exemption from payment of Mujawaza de¬ 
mand. 


39. Realization of Shali Demand from Kandi Villages (if 
sanctioned). ^ 

^ 7 • 1 l Declaration of Notified Areas, Town Areas, Sanitation 

Villages and Panchayat Committees in the Jammu and Kashmir 
Provinces. 


41. Promulgation of Arms Act within 5 miles of Jammu Cily. 

42. Reconstruction of Gurdawaras, Mosques, Temples, 

tampered with in the Political Disturbed Areas, on Government 
cost. 


43. Grant of rewards to persons who rendered help in the 
political disturbances. 

Dispute between the various communities regarding 
sacred places:— 


(a) Final settlements and orders thereon ... Permanent. 


(6) Routine correspondence, ... 5 years after 

completion. 
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45. Reports of the Nazool Committee regarding Nazool 
Properties in the State. 

46. Reconstruction of houses burnt in the Disturbed Areas 
on Government cost. 

{a) Final proposals and orders thereon ... Permanent. 

(&) Routine correspondence ... 5 years after 

completion. 

47. Restoration of the sacred places to the various 
Communities. 

48. Demands of the various Communities, 

49. Construction of easy communications in the Disturbed 
Areas. 

50. Final proposals and orders regarding entry of the 
untouchables into temples and drawing of water from public wells, 

51. Tapping of new resources for increasing Government 
income. 


52. Land Acquisition and Wasidari Rules. 


53. Valuation statements determining compensation paid for 
lands acquired. 

54. Grant of land, plots, waste land for agricultural, 
residential, industrial, imperial purposes, and for construction of 
private schools. Boarding houses, sacred buildings and institutions. 

55. Counterpart of appointment certificates of Zaildars and 
Numbardars and their dismissal orders. 

56. Survey Maps. 


57« Construction of and repairs to boundary pillars. 
other^officer^^^^^^^°^ powers to Heads of Departments and 


59. Permanent exemption from payment of ta-*.e 


Cesses, etc. 
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60. Reservation of land for grazing purposes. 

61. Permissions to graze in the demarcated forests during 
scarcity of fodder. 

62. Permanent remission of taxes, cesses etc. 

63. Grant of Sanads for services rendered during the war. 

64. Erection of war and other memorials. 

65. Proposals and orders regarding upkeep and maintenance 
of ancient monuments, Mughal Gardens etc. 

66 . Measures taken by the Agricultural Department to 
improve agricultural products and seeds. 

{a) sanctioned scheme and orders ... Permanent. 

(6). routine correspondence ... 5 years. 

67. Maintenance of irrigation khuls and regularisation of 
water supply therefrom and irrigation scheme. 

68 . Transfer and closure of irrigation khuls. 

69. Irrigation protection works and establishment of tanks. 

70. Jagir (such as Poonch etc.) murder cases coming for 
orders of confirmation—only Session Judges’ judgments or final 
orders and confirmation orders thereon. 

71. Fixation of allowance to Frontier Rajas, their depen¬ 
dents etc. and Guzara Khawars. 

72. Matters relating to members of Ruling Family (if not 
of transitory character). 

73. Permanent externment of persons from the State. 

74. Rasum Diwani cases. 

75 Amelioration of the condition of Jagirs and Jagirdars. 

76. Complaints against Jagirdars. 
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77. Leant to Jagirdars. 

78. List of Jagirdars. 

79. Rights and privileges enjoyed by Jagirdars. 

80. Consolidation of Jagirs. 

81. Nazranas from Jagirdars. 

82. Standing orders regarding supply of Soldiers and 
piyadas by Jagirdars to the Civil Administration. 


83. Adoptions by Jagirdars and death reports of Jagirdars, 

84. Orders regarding grant of scholarships to the sons of 
Jagirdars. 


(fl) Sanctioning order to remain 
(b) Routine correspondence 


* « # 


• • • 


permanent, 

5 years after com¬ 
pletion of t h e 
course. 


85. Schemes to remove economic depression. 

86. Schemes and activities timding to improve the general 

administration of the State. ° 


87. Working of mines and report on mineral occurrences 
and function of the .Mineral Survey departmental ofiicers. 


8H. 

89. 

90. 

industries. 


Protection of Sapphire mines. 

Grant of patents and desii^ns 

Development of trade and expansion of commerce 



91 Demarcation of 
between the territories of 
other administrations, Gov 


and disputes relating to the boundaries 

Jammu and Kashmir Government and 
ernments or Jagirs. 


92. 

lands. 


Registers containing original mutations or agricultural 
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93. Records of rights with Shajras and Khasaras, 

94. Appointment, suspension and dismissal orders of Zail- 

dars and Numberdars and papers regarding increase or reduction 
of Zails and Numberdari Circles. 

^5. Papers regarding partition proceedings of agricultural 
lands (when partition actually effected). 

96. Printed Budget copies. 

97. Orders regarding constitution of Revenue Committees 
and proceedings of such Committees. 

(routine correspondence for 3 years only). 

98. Ladakh District Res-system Rules and proposals for 
abolition thereof. 

99. Ladakh Lapchak Mission arrangement. 

100. Ladakh Chaba Lhassa Mission arrangement 

101. Lists of Waste land plots, chaks or Nautor areas and 
lists of culturable land. 

102. Register of revenue free tenures and of mahals. 

_ % 

103. Register of villages subject to alluvial and deluvial 

action. 

104. Assessment Register. 

105. Register of appeals and revisions. 

106. Register of land-revenue not on the roll. 

107. Register of political pensions. 

108. Register of land permanently taken up for public purposes. 

109. Counterfoil receipt book of money paid on account of 
land taken up for public purposes. 

110. List of books and catalogue of books, 
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111. Register of Government properties. 

112. Grant, withdrawal or cessation of special permanent 
allowances other than pension. 

113 Exemption of tracts or classes, of persons, of communi¬ 
ties from local, provincial and other rates. 

114. Permanent or recurring damage caused to surrounding 
country by rivers, canals and other public works, and remedial 
measures in connection therewith. 

1 IS- Annual reports on tracts which has suffered from agri¬ 
cultural depression. 

116. Construction of canals and other works of public utility. 

117. Grant of land as reward for special services. 

118. Extension of acts to special localities. 

119. Suits relating to immovable property to which the 
Government is a party. 

120. Rights or privileges of residents to the use or removal 

of obstructions in streams or drainage lines and other works of 
public utility. 

121. Damage caused by an epidemic when a Committee has 
been appointed to enquire into the case. 
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List No. 2 

Thirtv-five (35) years. 

The following papers and files should be retained for 35 years 

computed liom the 31st Assuj of the year in which they have been 
completed : — 

1_ Exemption of persons from pas ing the Departmental 
Examinations. 

J. Personal Files of Government employees containing 

appointment, promotion, confirmation, degradation and suspension 
orders. 

3- Annual Establishment lists. 

4 . Maintenance of Conservancy Staff. 

5. Statements showing Provident Fund deductions and 
accumulated subscribed amounts, 

6. Fixing of pay and grades in the time scale 

7. List of title-holders. 

8- Statements and reports showing work, conduct character 
etc, of Government employees. 

9 . Statements showing immovable properties acquired by 
Government employees during the tenure of their office. 

10. .Acquittance Rolls. 

11. Counterpart of certificates, granted to settlement trained 
[ crsons (correspondence after 3 years of completion). 

12. Printed gradation and seniority-lists, 

13. Salary Bill Book of Ministerial and Gazetted Officers. 

14. Exemption of Government employees from age rules. 
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List No. 3. 

Twenty-five ( 25 ) years. 

The following papers should be kept for 25 years computed 
from 31st Assuj of the year in which they were completed :— 

1. Shali Balance Sheets. 

2. Register of Contracts. 

3. Register of Office Furniture. 
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List No 4. 


Twelve (12) years. 

The following papers should be retained for 12 vearcs mm 
pated from 31st Assoj of the year in which they were corpTeted ” 

1. Inspection of B o u n d a rv 1 

Pillars. ^ ' 

4 

2. Disputes regarding Boundary 
Pillars. 


I After completion of revis 
y ed settlement operations. 


3. Quadrennial Jamabandi. ] 


4. Assessment of Grazing i ax 
for a term of settlement. 

5. Assessmenc of Fluctuating | 

Grazing Tax, 12 years after next revised 

^ , i regular settlement. 

6. Roznamcha of Patwaries. I 

7 . Papers regarding appoint¬ 

ment and removal of Muhtamiman 
and Serbarahan etc. of estates and 
of insane persons. I 


8. Provisional attachments of After release, 
lands and properties 

9. Transfer of Pattas. After confirmation of the 

transfer. 


relating to Musta- After resumption of the 
ganes (long leases). land. 

11. Auction of Mahals, or rights After the sale is confirmed 
pertaining to agricultural lands 

(buildings excluding) the land 

revenue whereof has fallen into 
arrears. 


12. Translation of letters and 
orders. 


After approval of transla 
tion. 
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13. Distribution of rams by the After recovery of progeny. 
Government Departments (registers 

to remain permanent). 

14. Forest Demarcation cases. After completion of next 

regular settlement. 


15. Correspondence regarding 
petition writers. 
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List No. 5. 


Ten (10) Years. 


The following papers should be 

computed from 31st Assuj of the 

completed.— 


maintained for (ten) 10 years 
year in which they were 


Accounts to the 

bnali Department. 

2. Contribution by the Food 

Control Department for repairs 

to the city Ghats and metalling of 
roads. ^ 


% 

After final settlement. 




List No. 6. 

Five years. 

The following cases should be kept for 5 years computed 
from 31st Assuj of the year in which they were completed : — 

Routine correspondence regarding:— 


1. Political Jalsas in Gilgit 

2. Original Road cess works (After final settlement of 

accounts* Sanctioning or* 
der, plan and actual ex¬ 
penditure statement to be 
kept pemanently). 

3. Annual Budget proposals of 
subordinate offices and the 
Secretariate office. 

4. Compiled Budget and 

Budget Discussion Lists. 

5* Receipt Budgets. 

6. Audit inspection reports. (After final removal and 

adjustment of objections 
and orders). 

7. Periodical restrictions on (After expiry of the time 

imports and exports of grains and fixed). 

other articles 


8. Shall collections. (After final settlement). 

9. Periodcal exemptions from 
payment of Mujwaza demand. 

10. Disposal of surplus shali stocks. 

11. Relief to calamities-sufferers 

such as fire, flood etc , or to persons 
rendered destitute in the political 

disturbances:—• 


{a) If remission in land reve- 


5 years after completion 
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nue or other long standing of next revised regular settle 
concessions are given. 

(6) If temporary relief is given. 


12 Celebration of auspicious 
Birthday of His Highness the 
Maharaja Bahadur and Shree 
Yuvra j. 

13. Celebration of festivals. 

14. Reconstruction of houses 
burnt in the Disturbed areas on 
Government cost. 

(а) Routine correspondence 

(б) final proposals and orders. 

15- Restoration of the looted 
property to riot sufferers. 

16. Reappropriation statemen'^s 
and applications for grant of addi¬ 
tional funds. 

17. Representations from re¬ 
presentatives affecting the welfare of 
public 

18. Complaints about heavy 
assessments. 

19. Revenue in kind. 

20. Recovery of cost of settle¬ 
ment operations from Jagirdars. 

21. Term of settlement. 

22. Instalments for payment of 
land revenues. 


ment, 

5 years after cessation of 
such relief. 


! After final settlement of 
accounts, 

J 


5 years after final settle¬ 
ment of accounts. 

Permanent. 

(After final restoration). 


(After removal of grievan¬ 
ces and final orders thereon 
(final orders to remain per¬ 
manent). 

t 


! (After final orders and 
. their inclusion in the prin- 
I ted assessment reports, 
j Orders to be retained per- 
' manently). 

J 
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2’. Suspensions of revenue, 
taxes, cesses etc, 

24. Temporary remissions of 
revenue cesses etc. 

25. Permanent Advances. 

26. Destruction of suspected ani¬ 
mals by the Veterinary Department. 

27 Grant of Magisterial powers 
to Honorary Magistrates and Jagir- 
dars. 

28. Representations from Jagir- 
dars. 

29. Purchase of new stock of 
tents and stocking thereof in central 
stores, 

(a) Purchase orders to remain 


(6) Routine correspondence .. 

30. Standardization of furniture 
and camp equipage for offices, 

31. Grant of licenses for pros¬ 
pecting and exploring minerals. 

32. Sale of precious stones, 

33. Gem cutting. 

34. Supply of uniforms and 
liveries to Government employees. 

35- Ways and means estimates, 

fluctuating and excess expenditure 
charges. 


(After final realisation of 
supended amounts). 

(After final settlement;. 


(After stoppage of powers). 


(After removal of grievanc¬ 
es'. 


5 years after the stock, 
is written off, 

5 years after purchase 

(After receipt of revised 
statements), 

(Alter the license period 
expires). 

) (After final settlement). 

J 


36. Installation of electric liffht 
telephone and fans, ^ ' 


(a) Sanctioning orders 

(b) Correspondence. 


...Permanent, 


.. .5 years after completion 


37. ^ Insurance of Government 
properties and payment of insurance 
charges. 

38. Loans by Government. 


39. Formation of joint stock 
companies. 

40. Contingent, abstract and 
detailed bills. 

41. Agricultural statistics, crop 
returns and forecasts and all other 
market sale reports. 

42. Settlement Officers’ vil¬ 
lage inspection notes on Hassiyat 
Deh. 


43. Travelling allowance bills 
book. 

44. Tranfer of a mahal to and 
from the register of alluvial mahals. 

45- Special enquiries and refer¬ 
ences with results likely to be of use 
to the next Settlement Officer. 

46. Exclusion of properties from 
settlement. 

47. Revision of summary settle¬ 
ments and Government demands 
during the currency of settlement 
term. 


(After the expiry of the 
period insured for and final 
settlement of accounts), 

(After the loan is recouped 

in full). 

f^^fter the company ceases 
to exist). 


(After inclusion in the 
annual administration reports 
and Gazette. 

(After next regular settle¬ 
ment). 


(After completion). 


I 

I 


48. Remission and suspension of 

revenue. 


}■ 5 years following after 

I a regular revision of settle- 
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49. Attachment of a mahal or | ment). 

patti for arrears of land revenue. ■ 

50. Annulment of settlement. 

51 Sale of immovable property 
for arrears of Government demand 
in which case the Government is ' 
purchaser. 

52. Superannuation of non* i 
gazetted and menial establishments. i 

I 

53. Crop cutting returns. 

54. Cattle Census. J 

55. Supply of Government bulls (After close of stud or 

for stallions.. return of bull stallion). 

56. Annual review on the work- (After all points touched 

ing of Treasuries and inspection therein have been fully 
notes thereof. settled). 
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List No. 7 

Three years. 


The following record should be retianed for 3 years computed 
from the 31st Assuj of the year in which they were completed;— 

Routine correspondence regarding :— 


1 Application from examinees ■] 
for permission to apear in the 
Departmental Examination and 
permissions granted. 

2. Dates and centres of 
Examinations. 

3. Arrangement for and supply 
of answer books. 


After Examination is 
I over. 


4. Modification and alteration ] 

etc, in the list of text books / After the modification 

( and alterations have been 

5. Grace marks to examinees. ) inserted in the revised lists. 

6. Notice to the Revenue After final orders 

Oflicers and the other officers to 

pass the Departmental Exami¬ 

nation. 


7. Security taken from officials After the expiry of thp 

dealing with State money. period or cessation of office 

for which the security was 
required. 

8. Purchase for and supply of After due entry in the 

furniture, machinery, tools, plants register under competent 
etc., to Government offices. authority attestation. 

(Sanctioning order to 
remain permanent). 

9. Rent of Government houses After final realisation and 

and buildings. statement of the rent 

10. Write off of amounts and After they have been 
unserviceable articles and of dead struck off under proper 







stocks and auction thereof. 


11. Exemption of Government 
employees from payment of rent 
for the Government buildings under 
their occupation. 

12. Allotment and occupation 
cf Government buildings and 
Bungalows by the Government 
empJ oyees, 

13 . Grant of Motor Advance 
to the Government employees. 

14. Grant of Provident Fund 
Advance to the Government 
employees. 

15 . Double drawals from 
Government Treasuries and chests 


16. Shortage of amounts found 
on inspection in the treasuries. 


17 . Auction of unserviceable 
articles. 

18. Purchase and supply of 
stationery articles. 


authority and due attestation 
therefor in the Register and 
departmental audit. 

After the expiry of the 
exemption term, 


After the expiry of the 
allotment term. 


1 

I 

After final realisation 
of the advance. 

j 

After final realization of 
the double drawals and 
final orders. 

After final orders and 
final realization of 
shortages. 


19. Correspondence regarding 3 years after receipt of 
ormation of rules and regulations printed copies of the sanc- 

^c os ^nsions, leave, treasury, tioned rules and regulations. 

Provident Fund,travelling allowance. 

State Servant Conduct Rules, 

Compassionate, Fund, etc, etc and 
manuscripts thereof. 

20 . Nomination Rolls and 'i 
personal cases of the candidates I 
or the posts of revenue officers, 
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i. e, Wazirs, Tahsildars, Revenue 
Assistants and Naib.Tahsildars. 

21. Selection for the posts of 
Revenue Officers. 


I After the candidate has 
' been provided for or 
I removed form the list. 


I 

J 


22. Training of candidates After completion of 
in the Settlement and in other training, 
technical works and deputations to 
foreign countries. 


23. State subject certificate 
files. 

24. Grant of Ijazatnamas to 
Non-State subjects (files only). 


1 

i Counterparts of Cer- 
^ tificates to ramain perm* 

[ manent. 


25. Transfer and posting of After due attested entry 
Non-gazetted officers and official, in the Service Book. 


26. Papers regarding revision After preparation of 
of gradation lists. revised lists. 


27. Charge reports of ^on- After due attested entry 
gazetted officers and officials. in the Service Book. 

Deputation of officers and After cessation of duty 
officials on special duties and due entry in the Service 

Book. 

29. Visits to the State of distin¬ 
guished guests 


30. Grant of pension. 



I 




(d) Routine corres¬ 
pondence after grant of 
pension. 


I (A) Pension pay order 
t after the death of grantee. 


31. Grant of gratuity. 

32. Compassionate Fund cases 




After final payment. 


Transfer of Frontier After completion of the 
employees. term and due entry in the 

service book. 
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34. Absorption of reduced 
hands, officers and officials. 

35. Retrenchments and retire^ 
ments of employees. 

36. Uplifts of depressed classes. 


37. Extension in services. 

38. Extensions in joining time. 


39. Routine correspondence 
regarding Mukarraries 

40. A.dulteration of shall by 
markabbans etc. 

41. Outbreak of Plague and 
other epidemics and contagious 
diseases and other Agriculture and 
Fruit Pests. 

42. Black listed newspapers. 


43. Opening and closing of new 
Telegraph Offices and Posts. 

i 

44. Payment of the compensa* 

tion for the land acquired for State 
purposes. 


45. Valuation of property in 
connection with determination of 
compensation to be paid for the 
appropriation of the land (only 
routine correspondence), 


46. Inspection notes of 
officers. 


touring 


47. Tour diaries and statement 


After absorption and 
appointment, 


After the active measures 

taken and mention 
thereof made in the administ¬ 
ration report. 

After retirement. 

After final orders and due 
entries. 


3 years after realization of 
tine if any or orders. 

After the disease has 

disappeared Eradication 
schemes to remain perma¬ 
nent. 


After removal of ban. 


After final settlement and 
expiry of the period after 
which suits for compensation 
are barred by limitation. 


After final payment. 


1 

'.After final removal of 
I objections and points 
J raised therein. 


I 


I 
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48. Recovery of (Government After final recovery, 

dues and amounts and articles out¬ 
standing against various State 
officers, officials and menials and 
other persons, 


49. Embezzlement and defalca¬ 
tion cases, 

50. Recovery of advances grant¬ 
ed for house building, motor pur¬ 
chases and other admissible advances. 

51. Extracts from Inspection 
notes sent for action. 


1 

i 

{After final recovery and 
f final orders. 

i 

J 

After final action and 
final orders thereon. 


52. Construction of Patwar- After adjustment of 

khavjas. accounts. 

53. Annual returns showing 
condition of trigonometrical survey 
station in the State. 

54. Supply of survey =heet. After receipt of revised, 

fresh sheets. 

I 

J 

r 

55. Settlement operation papers. After receipt of printed' 

Assessment Reports. 

56 Realization and recovery of After final realization, 

land revenue arrears and other 
arrears as land revenue arrears. 

57. Encroachments on State After removal of settle- 

lands, properties, boundary pillars, ment. 
etc. 

58 Recovery of cost of con- After final realization. : 

struction or repairs of boundary 
pillars 

59. Tour journals and pro¬ 
grammes. 


60. Correspondence regarding 3 years after receipt of 
Codes of Tribunal Customs. printed copies. 
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61. Non-recovery of grazing tax. 


62. Temporary exemptions 
from the grazing tax. 


i'- After final orders. 



63. Commission to the collectors 
for collection of the grazing tax and 
payment of other commission by 
the Government. 


64. Refunds of taxes. 

65. Recovery of double grazing 
fee and other fees. 


^ After final 

f accounts. 

* 

I 

I 

f 


I 


settlement 



66. Complaints about increase 

in grazing tax. 


6^. Grant of personal enhanced After stoppage of powers 
powers to officers. 

68. Progress Reports. 

69. Arrangements for free ac- After the arrangement 
commodation of Government em- ceases. 

ployees. 


70. Closure of Forest Compart¬ 
ments to grazing cattle. 

After remcval of restric¬ 
tions. 

71. War Loans. 

After repayment of the 
loans in full. 

72 Recruitments. 

After the nescessity there¬ 
for ceases. 

73. Claims of soldiers and per¬ 
sons for damages sustained during 
the European War. 

After final settlement. 

74. Concession granted to Sol¬ 
diers and persons during the Great 
War. 

After stoppage of the con¬ 
cession. 

75. Cattle diseases. 

After the disease has stopp¬ 
ed. 






i 
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76 Death and write off of bull 
stallions and other livestocks, 

77. Fixation and supply of camp 
equipments. 

78. Cattle, Agricultural and 
other shows. 

79. Appeal cases 


80. Supply and distribution of 
seeds by the Agriculture Depart¬ 
ment to the Zemindars, 


81. Correspondence regarding 
publication of pamphlets and 
bulletins, leaflets etc. by the Tech¬ 
nical Departments, 

82. Correspondence regarding 
Indian and State A g r i c u 1 tu r a 1 
Boards and Meetings. 


83. Correspondence regarding 
measures introduced experimentally 
or agricultural on scientific experi¬ 
ments. 

84. Export and distribution of 
plants by the Government Depart¬ 
ment. 

85- Contracts of products of 
Government land, and properties, 
forest products etc. etc, 

(а) Correspondence and file, 

(б) Contract Registers. 


) 


After Departmental Audit. 


After inclusion in the sane 
tioned lists and registers. 


After the expiry of the 
period after which appeals 
are barred by limitation. 


f (a) Only 
I dence. 

(6) Register 
1. permanent. 


correspon 


to remain 


After the printed copies 
are received. 


After inclusion of final 
conclusions in the annual 
administration reports (print¬ 
ed copies of these Boards 
and meetings to remain per¬ 
manent. 

After final orders on the 
results and these final orders 
are to remain permanent. 


After the issue season is 
/er. Issue statements to 
:main permanent. 


1 


After the contract period 
expires and contract 
I amounts are realized in 
J full. 


Permanent. 



86 Loan of the services of After the term ejtpires. 
r Government employees from and 
to other administrations, estates and 
Private Institution. 

87. Opening and closing Agri- After establishment on 

cultural Farms (a) correspondence closures of the Farm (b) 
{h) sanctioned schemes. permanent 

88. Irrigation returns. 

89. Book credits. 


90. Establishment of schools, After establishment, 
dispensaries and other charitable 
institutions, i 


91, Import of intoxicating drugs. 

92. Service Postage Stamp 
Account. 


1 

[ After final settlement of 
) accounts. 

J 


93. Urgency Lists of works. 


After the work is construe 
ted. 


94. Payment and recovery of After final settlement of 

Customs Duty on articles imported duty. 

by the Government Departments 
and employees and settlement of 
pending postal parcels. 

95. Grant of contracts for After expiry of the con- 

supply of stationery and other arti- tract period, 

cles 


96. Verifications of Depart¬ 
mental Head Balances 

97. Mineral return. 

. Smuggling cases of Kuth, After final orders and 
Sapphire mines etc., etc, realization of the fine, if any. 

99. Grant of extra allowance to After stoppage of allow» 
Government employees on account ance. 
of additional work. 
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100. Advances made by the 
Government Departmemts to the 
private persons. 

101. Kharif and Rabi Shali ad¬ 
vances distribution. 

102 Sale of silk and other pro 
ducts by the State Commercial 
Departments. 

103- Periodical sale statements 
of the Commercial Departments. 

104. Plantation of fruit, mulberry 
poplar, willow, chinar and other 
plants (either royal, reserved or un¬ 
reserved) in the Government 
orchards on the Khalsa lands, 
public roads, etc. by the Govern¬ 
ment Departmental Agencies. 

105. Cutting and removal of the 
trees belonging to Government. 

106. Indents for forms and 

stationery. 

107. Arrangements for supply 
of transport and other supplies 
through Departmental Agency. 

108 Attestation or verification 
of rolls? 

109. Programmes of Military 
parties. 

110. Disposal of complaints 
regarding transport or other diffi¬ 
culties from officers, visitors etc. 
within State. 

111. Peon Books. 


1 

1 After final realization of 

j the advance in full, 

I 

J 

1 

I 

! After audit of the accounts 
j of the Department. 

I 

J 

I 

ia) After due and 
attested entry in the 
^register to be maintained 
j for the purpose, (b) Re- 
I gister to remain perma- 
I nent. 

t 

J 

I 

}■ After supply. 

J 



112. Tam bool cases. 


After sett lement. 
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113. Celebration of anniver- After settlement and ad 
saries, Dussehra, Basant, Ankote, justment of accounts. 

Lorhi, Dewali, Holi, and other 

Private festivals and distiibution of 
alms. 

114. Taccavi Advances. After final recovery. 

115. Issue of rations to the 
visitors, traders etc. in the Frontier 
Districts 


116. Correspondence regarding '| 
prices proposed for assessment 
purposes. 


117. Correspondence regarding 
announcement of assessments. 

118. Crop experiments received 
from Settlement Offices during 
currency of settlement operations. 


}■ After receipt of printed 
assessment rep rts 


119. Correspondence regarding | 
complaints against assessments. J 


120. Court Daily Sitting After completion. 
Register. 


121. Correopondence regarding 
assessors. 


122. Correspondence regarding After settlement of charges. 

advertisements inserted in the 
newspapers. 

123. Correspondence regarding 
subscriptions to periodicals, news¬ 
papers etc. 


124. Delivery of medals etc. 


125. Register of bills received 
in the office for countersignature. 


After completion. 






126. Service Books. 


127. Register of stationery. 

128. Stock Book of valuables. 


in the case of dismk«i 
should be filed in the misl 

be made over to 
the official concerned. Tn 

case there is no one to 
whom It may be made over 

it should be destroyed after 

3 years from grant of pension 
or gratuity, or, if no pension 
or gratuity is given then 
from cessation of service. 

After completion. 

After a revised register 
duly attested by the officer 
concerned is prepared. 

After completion. 

After return of records. 


129. Rain Register. 

130. References calling for 
records and proceeedings. 

131. Damage caused to crops 
by locusts, fire, or other temporary 

calamities if no relief in revenue is 
given. 


132. Postponement of land After realizations of final 

revenue and other Government dues, settlement 


133. Arrangement for supply of After final 
canal water or for egress of water are over, 
where land is water logged. 


arranD;etne!its 


134. Destruction of canal and 
river banks. 

135. Misconduct of the Govern¬ 
ment employees, 


After repairs. 


I3fi. Punishment of 
ment employees. 


Gove 


rn- 


After he ceases to be in 
service. 


After final orders 
been carried out and 
made in Service Book. 



entry 


137. Nomination of candidates 


After completion. 
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for agricultural, technical and other 
institutions for an examination. 

138. Deputation of officers and After cessation of duty, 
officials on special duties. 

139. Grant of horses, house rent After cessation of allow- 

and similar other allowances. ance. 

140. Refund of lapsed deposits. 

■ 

141. Military Manoeuvres. 

142. Appointment of Govern¬ 
ment officers as arbitrators or 
referees. 


14-3. Information for the com- After printed copies have 
pilation and revision of Gazette and been received, 
similar publication of interest. 

144 Inspection of Camping 

grounds. 

i After a revised programme 

1 I orKS, jg prepared. 

146. Notices for civil suit given 
to the Government. 

147. Enquiries as to availability 

of land for making grants when no 
grant is actually made. 




f 38 ; 

List No. S. 


On£ Year. 


The following records should be retained for one (2) year 
computed from the 31st Assuj of the year in which they were 

completed ; — 

Correspondence relating to ; 


1. Travelling Allowance arrear ."I 

claims of the Government em- ] 

ployees. After final settlement and 

, I payment. 

2. Salary arrear claims ot the 1 

Government employees. J 


3. Gifts to Government em¬ 
ployees. 

4. Complaints against Govern¬ 
ment employees including village 
officials, menials and persons paid 
from local funds. 


After final orders or duly 
attested entry in Character 
Roll if any strictures are 

passed. 


5. Annual Durbar move. 

6 Correction of Civil and Mili¬ 
tary List. 

7. Transfer and posting of 
Gazetted Officers. 


After receipt of corrected 
list. 

After due entry in the 
service book. If it is pub¬ 
lished in the Gazette, other¬ 
wise 3 years. 


8. Charge reports of Gazetted 
Officers. 


After due entry in the 
service book. If it is pub¬ 
lished in the Gazette, other¬ 
wise 3 years excluding Trea¬ 
sury Charge reports. 


9. Grant of enhanced powers to 
Officer.,. 


1 Sanctioning order after 
stoppage of power. 

2. Routine correspond¬ 
ence after final orders. 
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)0 Character Koils, 

One year after the pre¬ 
paration of a revise Cha¬ 
racter Roll duly attested by 
the competent authority. 
In case of dismissal to be 
filed in the misal otherwise 
to be destroyed after 3 years 
from grant of pension or 
gratuity, or if no pension or 
gratuity is given from 
cessation of service. 

11. Holidays and lists thereof 
and observance of—on various oc¬ 
casions. 

After preparation of re¬ 
vised list. 

12 , Condonation in service... 

After grant of pension. 

13. Grant of privilege leave to 
officers and officials 

After due entry in service 
book. 

14. Half yearly returns of all 
new appointments. 

After these appointments 
figures are incorporated in 
the annual reports. 

15 . Casual leave papers and 
registers 

• 

16- Seniority list and pripers 
elating thereto. 

After receipt of revised 
list. 

17. Roll number register of 
eiaminees in the Lepartmental 
examination. 

( .After completion of 
}■ revised list. 

18. Peshi Register. 

] 

1st. Annual repairs to Govern¬ 
ment buildings and Fioad cess 

works. 

1 

1 After final settlement of 

20 Special repairs to Govern¬ 
ment buildings and road cess works. 

' accounts. 

1 

1 

> 

21 . State building ccnstruction 
liter. 

I 
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?2. Road Cess Register. 

23. Census Register. 

24 Budget Register. 

25. Mukarraries Register. 

26. Recovery of cost on 
account of issue of telegrams of 
private nature. 

27. Amendment and correction 
slips to the Regulations, Rules, 
Codes, Books to guide etc. 

28. Petty complaints regarding 
disputes of various nature of 
various communities. 

29. Petitions of the sepoys 
serving as soldiers in British Indian 
Regiments or in far away parts of 
the State complaining against Kari- 
sarkar—transfer of relatives —neigh¬ 
bours - grazing tax -land encroach¬ 
ments—removal of trees - restora¬ 
tion of properties - interrogatives 
increase in pension etc. 

30. Rewards and Inams to the 
State employees, Zaildars, Chowki- 
dars Numberdars, Patwaris etc. etc. 

31 Complaints against Govern¬ 
ment employees, Zaildars, Chowki- 
dars, Kumberdars, Patwaris etc., etc. 

32, Correspondence regarding 
welfare of soldiers. 

33 , Recall of the soldiers from 
the front. 

34 , Telegram and Telephone 
free messages. 


After completion of re- 
)■ vised and duly attested 
register. 

! 

J 


Afie'' realization of coit. 


After inclusion of the 
amendments and corrections 
in the concerned books etc. 

After removal of the 

complaint and final orders. 


After removal of comp¬ 
laint and final orders. 


After final orders and due 
and attested entry in the 
Character Roll if found 
guilty. 

After cessation of war. 


After inclusion u* the 

sanctioned list. 
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35 . Issue of arms licences : 


35 , Correspondence regarding 
books etc. published in the oriental 

languages. 


37 . Appointment of Govern- 
rncnt auctioneers. 


38. Issue of tents and furniture 
by the Civil Supplies Department. 


39. Registration of firms by the 
Civil Supplies Department for 
purchase of articles. 

40. Permission for purchase of 
stationery articles. 

41. Supply of official diaries') 

and wall calenders. 1 

■ 

42. Printing of forms. 

I 

43. Payment of water fees by f 
the Government Departments. 

44. Sale of Government I 

publications. J 

45. Temporary charges and 
engagement of temporary charges. 


After period or renewal 
term expires. 

After the list be published 
in the Government Gazette. 


After cessation of the 
office. 

After one acknowledge¬ 
ment or return and attested 
due entry in the register. 

After the name of the 
firm is removed. 


After the supply and 
adjustment of the account. 


46. Verification of Departmental After audit, 
receipts. 


47. Correspondence regarding Decision to remain perma- 

supply of irrigation water for nent. 

Government land (only correspon¬ 
dence). 

4S. Temperature and rainfall After inclusion in the 

statements. ' Gazette or Administration 

Report. 
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49. Office work arrear state^ 
ments. 


After all arrear items are 
cleared up. 


50. Library Registers. 

51 Dead Stock Register. 


} After preparation of revis¬ 
ed register duly attested by 
competent authority. 


52. Meteorological Reports 
and returns. 

53. Letters and application for 
interviews. 

54. Commissorate and posted After receipt of revised 

notices notices. 


55- Weather returns. 

56. Corresponaence regarding 
attestation of postal security bonds 
and other Departmental security 
bonds. 


57- Apprehension of deserters. After final orders. 

58. Rate reports of food stuffs. After inclusion i n t h e 

Gazette. 


59. Cases pertaining to grant of 
passport to persons going outside 
India. 


60. Correspondence regarding 
attestation of certificates of perma¬ 
nent advances. 


61. Daily attendance register. 

62. Service of summons on 
different persons. 


63. Correspondence regarding 
preparation of Assessment Reports. ' 

I 

64. Special powers to Mun sari ms 
and Settlement Naib Tehsildars to 


After receipt of printed 



( 43 ) 

attest mutations etc. to expedite ^ copies 
settlement operation, 

65- Correspondence regarding 

survey of towns and Military . 

Rakbs. 


66* Purchase of survey instru¬ 
ments Mussavies etc. during settle¬ 
ment operations. 


67. Accommodation for settle¬ 
ment offices and establishments. 


I One year after c 1 o s e of 
operation. 


^ 68- Settlement and demarca¬ 
tion returns. 





^ 69. Settlement J o u r n a 1 s of 

journeys 

70. Quarterly Settlement business 
returns. 


After the charge is made 
over by the Settlement De¬ 
partment to the Revenue 
Department. 


71. Daily epidemics reports. 

72. Weekly and Monthly epide 

mic reports, ^ 

73. Monthly sick returns. 

74. Vaccination returns. 

75. Birth and death returns 

76. Personal files of pleaders, 

77. Loan of office books, furni¬ 
ture etc, 

78. Sale and disposal of waste 
papers. 


1 

L After inclusion in the 

- I annual Administration Report 

j of the Department. 

After inclusion in the 
annual Administration Re¬ 
port of the Department. 

After inclusion in the an¬ 
nual Administration Renorr 

of the Department and 

after inclusion i n the 
Gazette. 

After the death of pleader. 
After return. 


After realizing of sale pro 
ceeds, 
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93. List of free students. 


9-1. Application for exemption of 
fees by students. 

95. Quarterly competition re¬ 
gister of students. 

96- Papers relating to cattle 
breeding. 

97. Holding of Cinema theatres, 
and dramatic performances. 

98. K’cgister of Revenue agents After preparation of tp. 

enrolled. vised register^ 

99. Collection of local cesses. After they have been rea¬ 

lised in full or struck off. 

100. Notices received for giving After auction or sale takes 
wide publicity to the sales, auctions, place. 

leases, .contracts etc. 


101. Death reports of prisoners 
and Government servants, 

102. Payment of arrear pensions Afterpayment 

103. Applications for grant of 

attested copies of orders, judgments 
etc. 

104. Personal allowances. After the death of the 

person concerned, or after 
the allowance has been ab¬ 
sorbed by promotion. 

105. Venfication of securities After next verification 

taken from Government employees. 

106* Verification of Indemnity 
bonds. 


107* Loss of Treasury keys and 
other articles. 


After removal from the 
register. 
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79. Visits to schools by Reve¬ 
nue authorities. 


80. Diaries of itinerant drill in <5 
tructions. 


81. Correspondence regarding 

promotion of boys. ° 

82. Correspondence regarding 

leaving certificates issued to the 
boys by the School authorities. 


83. Closing and opening of 
schools on account of vacations 


84. Expulsion of boys 
schools 


from 


85. Change in time-tables of 
schools 


86. Prizes to students on re 
suits of examinations. 


87. Teachers associations (pro¬ 
ceedings and constitutions orders to 
remain permanent). 

88. Tournament files. 


89. Correspondence regarding 
conveying and obtaining informa¬ 
tion for the dates of inspections. 


After inspection is over. 


90. Papers regarding appoint¬ 
ment of Superintendents and Assis¬ 
tant Superintendents of examina¬ 
tions. 


After the examination is 
over. 


91. Leave applications of stu¬ 
dents. 


^2.^ Applications from the 
guardians of students for discharge 
or certificates. 
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108. Petitions for employment 
and other miscellaneous applica¬ 
tions of non-judicial characters. 


109. Correspondence regarding After adjustment of ac- 

printing. counts. 

110. Loan of forms and other 
office articles and furniture to and 
from other offices. 

111. Repairs of office machines, 
instruments and furniture. 

112. Verification of rolls of re- After verification, 
cruits or sepoys on furlough. 


113. Occupation of Public 
Works Department ins p e c t i o n 
bungalows b y Revenue officers 
while on tour. 


114. Realization of costs i n 
Civil and pauper suits 


After full costs have been 
recovered or struck off as 
irrecoverable. 


115. Temporary charge of Sub- 
Registrars and Munsifi’s Office by 
Tehsildars. 


116. Enquiry as to legal heirs 
of deceased persons. 

W], Accountant-General’s and After removal of objec 
other objections regarding bills, tions. 
charges and matters of similar 

nature. 


118. Bills sent for preaudit. 

119. Sale and advance of books 
instruments forms, and other arti¬ 
cles on behalf of the Government. 

120. Enquiry regarding Military 
men and reservists. 


After preaudit. 

After adjustment of ac¬ 
counts. 


After information has 
been given. 
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Draft Rules for the Maintenance and Destruction nf 

Vernacular Records in all Civil Department of 

ihe State. 

1- The control of the Muhafiz-khanas located at nrr, • • , 

Control and Inspection head-quarters and thp 111)-' 

01 fiecords. bility for theirTood i . responsi- 

District Muhafic-kharas “ will^r?hr H ^ °l 

room. He will! also be «„?ra |v R«ord- 

Muhafiz-kbana sh"aT?rimlrily r^7S destruction in Ae 
Importance is attached to the^ frlauent'^^r Wazarat. 

must once a quaftef aTw “'r'^nrse, who 

records. At these infpectionfthe !^"";j"^^^^hment detailed on the 
With a view to ascertaining;— d-room should be examined 

^dtalhi' SLT*™'' duly enter, 

placed bt"dt?o STat n ^ “d 

proper places;"nd ttt tt n?ted ''''n 

column of the issue register; ^ “ appropriate 

""uTthe LuTS fillf'caJied for'r'“'‘l 

mg Department and (J)lheir retonT A 

rooms without undue delay ; ° Record- 

' ™opySg DeS'r'tmentI'’”"" “^m'mned in the 

work 

(v) Generally, whether there a fo,v ^ • , 

tion of duties amona all thp suitable distribu- 

the Record-rooS^ ^ employed in 

r 


(«) 
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{vi) Whether each official in the Record-room is confined 

to the duty for which he is meant. 

2. In the arrangement of records, the following two things 

Arrangement of fUes be- ^lust be. separately noticed: - 

fore they are sent to the 
Record room. 

{a) Compilation of the file (misl), and 

[b) the placing of the file in its proper place in the Record- 
room 

The compilation of the file will be effected by the Ahlmad 
dealing with the case before it comes into the Record-room. No 
file should be received into the Record-room unless it has been 
properly compiled. The compilation of the file should be done in 
the following manner: — 

(t) Papers which form part of the same, case or proceeding 
(misl) should first be brought together. The leaves 
which compose it should be numbered according to 
date on the outer corner of each leaf and should be 
united by a thread, and have an index (Sar-a-War<^) 
on a separate sheet attached to them. The serial No. 
covering papers belonging to both nathis should run 
consecutively and both nathis shbuld remain linked 
together in such a way that they are capable of detach¬ 
ment by nathis when required. English notes and 
judgments should be placed separately in envelopes 
of strong paper and the envelopes should be attached 
to the file in their proper places. 

The index should show, prominently, the name of the 
village, the nature of the case and the date of the 
final order. It should also give the designation and 
dates of the papers comprising the file, each entry 
being marked with a No. corresponding to that 
on the outer corner of the leaves of the paper. The 
lists should be totalled, closed and signed where 
closed so as to prevent future additions; any additions 
necessary to be made by the Record Departmen 
being in red ink. The preparation of the index and 
the arrangement of the file should be very carefu y 
attended to by the Ahlmad, personally, as mistakes 
in them throw considerable work on the Record-room 
establishment. 


(») 


{Hi) 
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The file cf every case belonging to the vernambr 

oflice must have an index on which shall be entered 
a list of all papers belonging to the file. 

The list must be drawn up as the case proceeds and 

the proper cXmn^ as belonging to A or B Nathi in 
files should be arranged after decision of the case in 

TaTb bebnling 

Nathi B need only contln'^th^^^' 
case, the index being attached to Nathi” A. 


3. Files should be arranged either (a) 


Classification of files 
into Mauzawar & Kuliat* 


/'^/r —Ciugcu eiiner [a) by vilWes 

(Mauzawar), or (6) by subjects (Kuliat). 


All Revenue cases will be arranged Mauzawar. 
The following files should be dealt with as Kuliat: 


( 1 ) 

( 2 ) 

(3) 

(4) 

(5) 

( 6 ) 

(7) 

( 8 ) 
^ 9 , 

( 10 ) 
Ul) 


Chowkidars. 

Taccavi. 

Nazool and other Government land, 
iistablishment. 

Forests. 

Revenue Accounts. 

Revenue Fines. 

Court of Wards. 

Refused Copies. 

Contingencies. 

Miscellaneous. 


^ Arrangement or village f^es bdnft^^up^LtWeen ^ds ’ an^d 

Bastas. as many files as can be conveniently W 

The files in each basta sh^^Tn ^ ^ (basta). 

are alphabetically adjacent to^ ^clf villages which 

arranged by Tehsils, each Tehsil h!^ ^ 

For this purpose the concer^H m ^ 

should maintain a list of all vilb° Record-room 

y- 1 ti.s should be arranged in alphabetical order and The 
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No. assigned to a village in this list should also be given on the 
basta in addition to Hadbast number. 


Files treated as Kuliat should be 

village bundles. 


KuUat Files. 


arranged in annual and not 


5. All clerks, Ahlmads or moharrirs consigning records to 

Duties and responsibiii- record-roQms are personally responsible 
ties oi Ahimads and to arrange files in proper order, to get the 
Moharrirs. deficiencies in stamps, if any, duly made up 

and to complete each file in all respects before it is consigned. 

6. The work of consigning files to the record-room shall be 
done regularly every week by each office located in the same 
station and once every month by offices in the Moffasils. 


7. Before sending a file to the record-room, each Moharrir 
or Ahlmad shall record a certificate on the fly leaf that the file is 
in order and complete in all respects according to the entries in the 
list. He shall also record that all stamps due on the papers are on 
the file No revenue case shall be retained by the Ahlmad for 
more than 15 days after the final order or decision of the case. 
Every such Moharrir or Ahlmad should have a seal containing year 
in which Nathi B is to be destroyed and year in which Nathi A 
is to be destroyed, with signature. Every file should be stamped 
with this seal, and the year should be noted which will be checked 
in the Muhafiz-khana by the Muhafiz Daftar. 

8. The Record-keeper and his Assistant (Naib Muhafiz 

Duties and responsibiii- Daftar) are responsible for the work of receiv- 
ties of Record-keeper and jng examining, registering, placing, issuing 

as distinct from those of and restoring flies on their entry into the 
weeding clerks. record-room. The weeding will be done by 

the Moharrir specially charged with this work. Chalans should not 
be prepared in the case of offices at Head-quarters, but the misl 
bund register should accompany the files. Days should be fixed 
for the receipt of files from each Ahlmad at Head-quarters. On 
the entry of a file into the record-room, the Record-keeper or his 
Assistant will sign a receipt for it in the register of the Ahlmad of 
the office whence it comes, or shall sign the Chalan which accom¬ 
panies the file when it comes from an ou -lying office, adding, in 
each case, the record room No. He shall then examine it to see 
it is properly compiled and if the proper stamp duty has bee.i 
realised. It is his duty to return it with a statement of objections 
if it has not been prepared in proper form or if the proper stamp 
duty has not been realised. 


keptlulSr (F-d-i-badra.) should always be 

9. As soon as the file is prepared for record, it will be entered 

seliirand lonsigne'd to"Lt°pr%er 
and Mauaawar files “fs ” 


20. Appeal, Review and Revision files should be attached 

Appeal, Review and Re- the ^flf f entered 

vision files. ttie index of that file. They need nnf 

entered in the Register. ‘ 


to 

in 

be 


11. Nathi B should include the papers as per list given in 

Se Nathi >968, 

fixation of periods for their u u ^ ^ ^ Consist of all those paDers 

which arp nnf ‘xnrhiA^A XT-.X1 • -r. 


retention. 


which are not included in Nathi B 


12. Ordinarily, Nathi B, of all cases should be destrnvp^ 
ordered"' ^^^^"‘ion is sSly 


13. When the final order of the original authority has been 

fro^rN“afh“L \nTT. e^ftoth"Refile should be consign- 
posai of the latter. Record-room, both Nathis beingkeot 

of Nathi B arrives. OiAt ex^ry 

A will be separated from Nath? B^and kep?:7n°the^°laL^®ft’ 
for It, for retention under Rule 14 of these^Rules. ^ ^ 

Dafta'J““ ® >'™t*''>>' <>“‘'oyed by the Muhafis 


14. The periods for which files and registers will be kept are 
Destruction of files and fSlo ^6 of Allan No. 15 of Samyat 

troyed,a noteofthedes\^rSno7^^^^ 

cerned register, if all the paoers Lp fi^e con- 

Record-keeper. No nofe neej be 

already recorded by the AhlmS ^ ‘ not 


15. The Record-keeper {Mahafiz Daftar) is competent to 

Authorities competent to order destrcution of Nathi B of each file con- 
order destruction. Signed to the record room, after one year, 

the period specified for its retention, but Nathi 
A shall not be destroyed without obtaining previous orders from 
the local Tehsildars in Muhafiz-khanas located at Tehsil Head¬ 
quarters and of Revenue Assistants at district head-quarters provid¬ 
ed that the Tehsildar will be deemed competent to authorise des¬ 
truction of such papers under these rules at such places where 
there is no Revenue Assistant. At provincial Head-quarters, 
approval for destruction of Nathi A shall be obtained from the 
Assistant Governor, in the case of Muhafiz-khanas under the direct 
control of the Governor and from the Assistant Revenue Secretary 
in the case of Mohafiz-khanas attached to the Revenue Minister’s 
office. 


16. The weeding work of each Muhafiz-khana shall be done 

XT! At anrt by the Moharrir specially detailed for this 

Weeding of records and J .,iu n >1 

duties of weeding clerks. purpose who Will be personally responsible 

to properly arrange and weed out the files 
for purposes of destruction. The clearance work should be done 
continuously throughout the year. The weeding clerk shall 
arrange the files in hastas and take them out when the term of 
their retention expires, 

17. After making selection of the files and parts of the files, 
the weeding clerk shall get them approved before removal thereof 
and after having done so, shall make necessary entries in his daily 
weeding register, which shall be kept in the form given in the 

Appendix A. 

Every weeding clerk shall make daily entries in the register 
of the work he has done, under attestation of the Record-keeper. 


18. The weeding should be done annually in such a manner 

that the examination of the bastas pertain- 
Weedlng to be done each Tehsil is finished within the year 

Annua y. that no basta remains unchecked and 

weeding work pertaining to a particular year is completed within 

that year. 


The average work to be performed daily by the weeding 
clerk should not be less than 3 bastas a day, each basta containing 

100 files. 
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20 . 


Appropriate time for 
destruction. 


The work of destruction shall be carried out every year 

MoWizSS! Bhadon in 

, , eluding Bhadarwah and Kishtwar ■ 

PKvince; 

a separate place ouSde^^the^rl^or^ro'c^^^^^^ 

STrgfo/therecI^^^^^^^^^ presence ohhe office^im 

22. Every Revenue Officer in-charge of a 
should submit to the Revenue Minister a defailed reno^t^^T 

inspected the Record-room or Record mnm * Personally 

the course of .he year onc“e or ^0^ , 1 ^ 0 " as t'f ‘*“'“8 
be, that he has satisfied himself that the weeding u 

weeded out have bein thc^rghty examined ‘o be 


revenue minister 

H.S H.GH»ESS’ GOVEE.NMHNT, JUMMU aNO KUSHM.R 

Appendix a. 

Register of Weeder's daily work. 
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